[ o
APPLICATION FOR RECORDS RETENTION SCHEDULE
J

OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publlatlon No. 76—-‘2M—— for. mstruct:oni on completing thls form. Forward signed orlglnal to -
Department of Archives and History, ‘Records Management Dmsuon 330 Capitol Avenue. Atlanta Gaeorgia, 30334,

Attention: Scheduling Section. : . BQ(‘) 7/ L{ O = !
FOR AGENCY USE T1. Agency Address . Examinatlor]  FOR RECORDS MANAGEMENT USE
Application Date 1 Commissioner of Insurance Section Application Number ' -
: Insurance Departmetn — REFIPRFXXFAAEGE 8 C) 65
Application Number ggg gezm Tou;e;‘ - Floycé ?Jildi;ng | Bota Rocaiad Dew Corpiniad —
S (TSt 7 R JUL 14 1989 | AUG 121989
2. Person to Contact Working Tltlc Telephone Number
Mary Jane Johnston : “_jgéq}gls trative Clerk 656-2076

3. Action Requasted 4 1
a. XX Estaonsn Retention Schedule: record will continue to accumulate.
b. [ Dispose of present accumulation: no further accumulation anticipated.
¢. [ Amend Application No.— Check One: [J Change; [0 Supercede; {] Void

4. Dates of Series 5. Records Series Titls (followed by title used in office, if different)
Earliest Latest )

1974 |  present Domestic Company Examination work papers

6. Division and Of'fu:e Function What is the function of the Division and the Office in which this record series is created?

The Commissioner of Insurance is responsible for regulating insurance companles and for
administering insurance-related laws; supervising and licensing loan companies making loang
of $3,000 or less; and enforcing the State's Fire and Safety Laws and Mobile Home sales
regulatlons. - 2 ' :

The Insurance Division supervn_ses insurance ccmpanles and agents, examines policy forms,
policy rates, and administers insurance related laws and collects premium taxes. The
Division also licenses agents and companies and investigates consumer complaints.

1
1

7. Eimrd Series Description This file contains the following documents (include form numbers and titles, if any):
Attach samples of the file. ,
Documants reiating to: : :
Examinations conducted under O. C. G. A. 33-2-11

i
i

- Included are: The examiners work papers and status ;.’eports
|
|
jﬁ
File is arranged: alphabetically and yearly
(by name of insurance company)
8. Monthly Reference Rate How often are records referred to whi¢h are:
One to six monthsold __ 15 __: Seven to twelve monthsold ___12 ___; Thirteen to twenty-four monthsold __6______;
twenty-five months and older—__3 ? E
9. Annual Rate of Accumulation of Rerords
Letter-size drawers ——_ _____; Legal-size drawers ___3_...__.___.,..; Shelves ... ; Qther (specify)

Current accumulation approximately 3 cubic;feet.

AR—50—71; Ra-. 78 . {Over) | ' }

— - R — cl = — e — ) [




10. Cuestioanaire

Attach copy or excerpt of laws or regulations._Explain adminjstrative need
Working papers neea 3 for reference wh

en current examinations being conducted
Ten year retention will insure two (2) prev1ous examination's working papers

YEs | NO {Place an "X( ihe Ythe praper column) _ o
N a. ls this the official copy of the serles? l e
X If not. where is it? 4 i ‘
x b, Does the series contain conﬁ}deptial information requiring seécurity handling? If yes, cite law or regulation.
X ¢, Is this a vital record? ; ; : h ]
X d. Does this series have historical or lonq term research value? . \ .
a. When one or two documents in the fila make it necessary to keep the entire file for a long period, could these
X documents be scheduled separateiv?
X ﬂhmMWmmmmmmummmmmmmﬂanmmmw R
g. s the information contained in this saries ever analyzed andlor racorded in a summarized report?
X If ves, atiach cony, i
h. Is there a duplication of this saries in your offica, or in another office or agency?
X If ves. where?
XmQJMMMMMMWinlmed7
X L._Does the record series result in a computer printout? ]
11. Retention Requirements Tﬁe following rzquires the series to be kept:
a. State Law _ years. d. Audit period 4 years.
b. Statute of limitation na years. e. é\dministrative need 10 years.
¢. Federal law years. f. Federal retention instructions years.

are available when current examination is belng conducted. 8/7/89. NRF.
12. Avporoved Disposition Instructions  This agency recommaends that ¢ file series be cut ott at the end of each:
XA Calendar Year; [0 Fiscal year: (J Other then,
XX Hold in the current files area month(s) 4 __  year(s); then
O Transfer to local holding area, hold ~.year(s}; then ‘
XX Transfer to State Records Canter; hold ___6%Z __ _year(s); then
XX Destroy. .
O Transfer to State Archives for permanent retentian. E
O0 Other (Specify) ;
Revision to application approved by Donald Walker, Assistant Director- Chief
Examiner on 8/7/89. NRF, i i
|
i
Thess instructions apply to all prior and future accumulations of the series.
esignes (Signature)s Date Records jﬁwnt . Qfficer (Signature) Date |
;;75/ 5 ;% (f:;tiégn5{¢4>r\_ 7053/41
/ A\ //
5/-. 03 State Records Committee (Signature} Date
Recommendations in para- i )
graph 12 are approved. State Auditor/Designes %M 511§
(If disapproved, attach letter .
of explaéatlon) Secretary of State/Designes fd,ujwu( e dor—~— ' F// ! i -
065 [ ittione | W P or | Uity




